Indiana Office of Technology

Information Resource Use Agreement Training
User Guide

1of 17



Overview/Navigation to PeopleSoft ELM ..., 3

GELHING STAMEU. ... . 3
Logging In to PeopleSoft Portal ... 4
Accessing the IRUA TraiNiNg .......ooviiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeee ettt 5
StartiNng the COUISE ... e e e e e e e e e e e e eeeaannas 5
Completing the ONnliNg IRUAT ... 7
A note about the agreement form ..., 7
Saving or Printing a Copy of the IRUA FOrm ..., 8
Course Understanding and IRUA Acceptance FOrm ..........ccccccvvvvieieeeeeeeeennnns 9
Finishing the ONliNE COUISE .........uuuuiiiiiiiiiiiiiiiiiiiii e 10
Checking Your COmPIEtiON.........uueiiiiiieeceeeece e 11
Logging Out Of PEOPIESORt ........uueiiiiiiiiiiiiiiiiiiiiii e 12
Stopping and ResSumMiNg the COUISE .......cccciiiiviiiieee e 13
Re-Taking or Reviewing the IRUAT ... 15
How Re-Taking the Course WOrIKS .........ccooiviiiiiiiiiee e 15
How Reviewing the Course WOIKS ............uuuuuuureeeieiiiiiiiieiiieeeeeseseseeeeeseseseeneeees 15

If You Need to Review OF Re-TaKe..........ccuvviiiiiiiiiiiiiiiiiiiiiiiieeieeeeeeeeeeeeeeeeeeee 15

2 of 17



Overview

This guide will show you how to access the Information Resource Use Agreement Training
(IRUAT) online. Step-by-step directions are found in this guide, to assist you in accessing the
training and completing it successfully.

The Indiana Office of Technology is providing this training so that you as the employee can
complete an overview of the IRUA, be sure you understand its requirements, and complete your
agreement form in one easy and convenient place. You will even be able to access the training
course content after you have completed the course, and review it if you ever have a question
about the use of State resources and want to be sure you are in compliance with the policy.

If you need help during the completion of your online training, you may contact the IOT helpdesk
at 317-234-4357. Thanks for your participation in the training.

Navigation to PeopleSoft ELM

To begin, open internet explorer, and enter the following address in the address bar:
http://www.in.gov/iot/security/irua/

You should then select the link at the 3" bullet: IRUA Training Course
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http://www.in.gov/iot/security/irua.html

Getting Started

You then arrive at to the page shown below.
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Logging In to PeopleSoft Portal

1. Enter your PeopleSoft User ID and Password in the fields shown above on the far right
side of the screen, and then click on the yellow “Sign-In” button. (Make sure Caps Lock
is on while entering your ID and password).

2. You should now see the page illustrated below.
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the one shown at right..
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to access the training. Don't "PeopleSoft
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Accessing the IRUA Training

You have already been enrolled in the training course. You must complete this training no later
than May 19, 2006. To access the IRUA training course:

1. From the menu on the left side of the page, click on “Employee Self Service”
2. Underneath “Employee Self Service”, click on “Learning”

3. Underneath “Learning”, click on Current Learning. You will see the page shown below.

2l Current Learning - Microsoft Internet Explorer == x|
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Current Learning is a list of the activities you are enrolled in and curricula and certifications forwhich you
are registered. You can view details, progress status, and schedules by clicking on the name of the
activity or program

Current Activities

Mame Tupe Status Start Date
oT-lr ion Resource USE o gageq Training Enrolled
Agreement Training
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Starting the Course

1. From the Current Learning page, click on the |OT-Information Resource Use Agreement

Training link shown below. This will take you to the Activity Progress page, where you
can start the course.

I B 2
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PeopleSoft.
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2. From the Activity Progress page, click on the “Launch” link. This will take you to the
Table of Contents page.
3. From the Table of Contents page, you will again click the “Launch” link. This will open a
new window in your browser, and the IRUA Training Course will begin.
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Completing the Online IRUAT

1. The first screen you will see when the IRUAT course launches is the welcome screen

shown below.

2. You will press the play button you see circled in red below. From here, you simply follow
along with the course, reading each page and using the navigation buttons at the bottom

of the screen to navigate through the course.

/A IRUA - Microsoft Internet Explorer

=lojx

Eile Edit View Favorites Inols  Help

|

Qe - ) - |1x] (&) T ‘ ) search ¢ Favories f}‘ R o, 3

Address [&7 hetp:ifhrd. gmis. state.in.us/LM_CONTENT/LMS/IRUAfindex_ms. html

1
vvelcome

Information Resources Use Agreement (IRUA) Training Program

This training is on the Information Resources Use Agreement (IRUA). The IRUA is a
statewide quicy intended to improve the State’s information security. You must
adhere to this policy when using State provided technology assets.

This program progresses at your pace. Most people will complete it in around 30
minutes. Move forward or backward through the presentation by using the
navigation links at the bottom of the screen. Click the Next link to advance to the
next screen or the Back link to go to the previous screen. If you need to quit the
training temporarily, you will restart at the location in the training where you exited.

There are a few quiz questions during this program. Your answers are not tracked

or scored. If you do not choose the correct answer to a question, review the
material and attempt the question again. Please make sure you understand all

content before completing this training program.

SLIDE10F32  GLICK NEXT TOADVANCE  00:2 00:02 o

[T wenes

A note about the agreement form

At the end of the online course, you will be electronically acknowledging your agreement to abide
by the IRUA policy. If you would like a copy of the form you are agreeing to (and electronically
signing), you have the option of viewing the form and printing it from your web browser. This is
not required for completion of the course. However, if you want a copy for yourself, as a personal
preference, you are welcome to print a copy. To do so, you will click on the PDF link, which is
found on the second page of the online training module (shown below).

2R IRUA - Microsoft Internet Explorer

Ele Edit W¥ew Favorites Tools Help

Qo= - ) - x] 2] @ ‘ -V ssarch ' Favores __t}l -l ] - B3 3

Address [€7 http:yjhrd.gmis. state.in. us/LIM_CONTENT/LMS/IRUA/index_lms.htmi

Welcome continued

When you complete this training program, you will confirm that the
trainin? was successful and you understand the information in the
f there are items in the agreementYyou don’t understand,
ou will then read the IRUA

TIRUA.
consult with your manager or supervisor.
and agree to abide by its terms.

Please download the IRUA by clicking the link below. Read through

the document and then reference it as necessary as you go through
the trainj —

Click here to download the IRUA document (pdf)

You will need

SUDE20F32  CLICK NEXT TO ADVANCE  00:02/00:02

[ Trkermer
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Saving or Printing a Copy of the IRUA Form

When you click on the link, a new window should open. This is the PDF document you may print.
It would serve as a paper copy of what you will sign electronically at the end of the online IRUAT.

The PDF window that will open in your browser is shown below.

1. To print, you simply click the icon with a picture of a printer on it (circled in red below).
Once this is done and you copy prints, you can close the window by clicking the “x” at the

top right hand corner of the screen (circled in red below).

2. To save to your computer and print later, you can select the File menu item on the top left
of the page (circled in red below), and then select “Save a Copy” from the menu. Once
you have saved the file, you can close the PDF window by clicking the “x” at the top right

hand corner of the screen (circled in red below).

15 /L M_CONTENT/LMS/IRUA,/TRUA. pdf - Microsoft Internet Explorer

File Edt GoTo Favorites Help ‘

< > D ElLe IR
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[ Pages
»

State of Indiana
Indiana Office of Technology

Information Resources Use Agreement (TRUA)

Information Resources are provided by the State to support the business of state government.
The term “Information Resources™ includes all state hardware, software, data. information.
network. personal computing devices. phones. and other information technology. To use
Information Resources. you agree to adhere to the provisions of this agreement, which are
established to ensure security and inform you of the conditions of use.

Attachmerts

a.

Comments

1. Appropriate Use.

. Approved Information Resources. I shall only use Information Resources owned.

Use for State Business. I understand that Information Resources are fo be used to
conduct the business of state government. I understand that Information Resources may
be used for de minimis. i.e., limited. personal use that cannot reasonably be handled away
from work. I shall minimize personal use of Information Resources.

licensed. or being evaluated by the State and shall not use personal or third party =

4 4l = [p Bl O D] ER
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File Edt WeoTo Favorites  Help
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1 4 O
. =
H =
E
= 2
State of Indiana =
Indiana Office of Technology
Information Resources Use Agreement (IRUA)
Information Resources are provided by the State to support the business of state government.
The term “Information Resources” includes all state hardware, software, data, information.
1 network, personal computing devices. phones, and other information technology. To use
Information Resources, you agree to adhere to the provisions of this agreement, which are
established to ensure security and inform you of the conditions of use.
H
£ 1. Appropriate Use.
3
£
= - 3 .
a. Use for State Business. I understand that Information Resources are to be used to
m conduct the business of state government. I understand that Information Resources may
E be used for de minimis, i.e., limited, personal use that cannot reasonably be handled away
5 from work. I shall minimize personal use of Information Resources
b. Approved Information Resources. I shall only use Information Resources owned,
o licensed. or beine evaluated by the State and shall not use personal or third party Ad|
&= i ez | p bl O O] Ll = [H
[pore: [ [ [ [ |nknown Zone
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After you close the PDF window, you will still be on the second page of the IRUAT course. From
here, you should proceed through the rest of the course, using the navigation buttons at the
bottom of the screen, and answering the quiz questions along the way.

Y TRLIA - Micrasndt Internet Doplarer P [l et |
Ele [ Wew Fgvortes  Took el |
Qees - D - (=] (2] (5| ) searh loPaverres £ L3-S vl - e

Agdrnss [ bt e grris. state. i s fLM_CONTENT/LMS /IR fivdes_lrrs. hsel

Welcome continued

When you complete this training program, you will confirm that the
lrainin? was successful and Kou understand the information in the
IRUA. If there are items in the agreement you don’t understand,
consult with your manager or supervisor. You will then read the IRUA
and agree to abide by ifs terms.

Please download the IRUA by clicking the link below. Read through
the document and then reference it as necessary as you go through
the training module.

Click_here to download the IRUA document (pdf)

You will need Adebe Acrobat Reader to view the TRUA document. i,

Course Understanding and IRUA Acceptance Form

On the final pages of the online IRUAT course, you will be shown the screen below. You should
read this form carefully, and then make your selection choice at the bottom of the page (also
shown below).

ZAIRUA - Microsoft Internet Explorer P ] 3|
| Bl Edt Vew Fawortes Took Help | a»
J ek~ () - d Igl ‘sl | ) search ¢ Favories &\:| r iz ¥ - il 3

| address |@ http:j{hrd. gis. stake.in.usfLIM_CONTENT/LMS/IRUAfindes_lms. htrnl | Go

Course Content Understanding and IRUA Acceptance Form

SLIDE 22 0F 32
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Finishing the Online Course

Once you have selected your option on the Course Content and Understanding Form, you will
see the “Submit” button on the bottom right-hand side of your screen.

1. Select one of the two options shown below.

2. Click the “Submit” button. This will take you to the final page of the online course.

3. Click the “Finish” button, and your browser window should close automatically. You will
see the Table of Contents page, where you launched the online course from.

il
| Fle Edt vew Favortes Tock Heln | &
Qe - @ - x] 3] 7;]|/-“Seavch ¢ Favores _‘3| L EST i 3

Adgtess [{] httpsjhwd.gmis.state in.us/LM_CONTENT/LHS/IRUAfindex_Jms. i = 3

2} TRUA, - Microsoft Internet Explorer I ] 53

articulate File Edit View Favorites Tooks  Help | 2

Qe - ©) - [x] 2] (0 ‘ ) search /¢ Favorites 7]

#Address |@ Hitp:fiird . gris. stake. i, usfLM_COMTEMTILMS/IRUAfindex_lms. htrml

ESE
Course Content Understanding and IRUA Acceptance Form ]

Quiz Results

Result:

Thank you for completing this course. Click Finish to close
this window.

SLIDE 32 0F 32
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Checking Your Completion

1. Once you click the “Finish” button in the training module, the window closes, and you will

see the page below. You should now click the “Return To Activity Progress” link (circled
in red below).

eﬁa(k - O - B @ ¢b|pﬁear[h *Favuntes @ D/’z' :; ] - J ﬁ ﬁ

Address [ htp: fhrd, gmis. state in.us{psp(Imaa EMPLOYEEELM/c/LM_S5_LEARNING.LM_TRANSFER_LP,GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOVEE_SELF _SERVICE.LM_LEARNIN ¥ | [£] Go

Search: View Progress Page

[ My Favorites Table Of Contents
I~ Ernployee Self Service
= Learning

Tad Stahl, Exbbh DOA - DOIT-Admin Overhead
Browwse Catalo:

earning Histo Component Name: |RUAT Type: Weh-haged
— Chane by Password Actnity: 10T - Infarmation Resource Use Agreement Training Duration: 40 Minutes
- Iy Personalizations
I— My Systern Profile

Table Of Contents

|- My Dictionary
Title Status Score
Incomplete Re-Launch
Eeturn To Activity Progress
& pone =

2. After clicking the “Return To Activity Progress” link, you will be returned to the Activity
Progress page (shown below). Viewing the Activity Progress Summary area (circled in
red below) you are able to see your updated status for completion.

2 Browse Catalog rosoft Internet Explorer

Fle Edt WVew Favorites Took Help

eaa(k - Q - @ @ \rb|pﬁear[h *Favuntas @ t«/’z' ,:\; ] - J ﬁ 3

| address [ http:ihrd qmis.state.in.us/psp/Imdev/EMPLOYEE/ELM/c]LM_55_LEARNING, LM_TRANSFER_BROW/SE. GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_sErvICE.LM_L = | [E] co

PeopleSoft
Menu O

Search: |
® Activity Progress
[+ My Favorites ?
Employee Self S - .
r Dmpgrngvffm |ifgrfn:‘|f§n 10T - Information Resource Use Agreement Training
vtef;';lrr,',,?ng Home Christopher Chastain, Consultant, INRANGE Consulting Corporation

— Search Catalog

Activity Name: 10T - Information Resaurce Use Agreerment TrainindType: \Weh-Based Training
Activity Code: IOT_WBT_0004 Contact: Christopher Chastain

— Planned Learning
— Current Learning
— Leaming History
— Cerification Status Enroliment Status: Completed Confirmation Number: 1054
 Luntent Oblecives Start Date: - End Date: -
— Obijectives History
— Add Supplemental Last Enrolliment Date: - Last Drop Date: -
Learning
> Manager Self Service
- Enterprise Learning
© Partners Progress Grades and Aftendance Hotes and Attachments
> Catalog Management
[> SetUp ELM

> Enterprise Components
> Worklist <

Duration: 0 Days, 0 Hrs, 40 Mins

A~ 7 -1ogress Summary

Progress: Completed Grade: Mot Graded
> Application Diagnostics . .
b o (TR ws. Pass Comments: &
[ Reporting Tools

> PeopleToals Activity Syllabus

- Chanis by Password . =
[ me——— “ou must cormplete this activity by 0452412006,

| Wiy Systern Profile Ta receive craditfor this activity you must complete all required tasks in order.
|- Wt Dictionary
1 IRUAT Re-Launch
Required Yweb-hased LI
5 =
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Logging Out of PeopleSoft

When you have completed the IRUAT, and validated your completion status you will be ready to
log out of PeopleSoft.

If you need to log out of PeopleSoft before finishing the course, you can resume your work from
the point you left off at. This is illustrated in the next section of this document.

Remember that if you would ever like to review the training course, or need to re-take it after
receiving an “Incomplete” status, you can do that easily through the Training History page, which
is covered at the end of this document.

To log out of PeopleSoft, simply click the Sign Out link in the upper-right-hand corner of any page
(circled in red below). From there you can close your browser.

/3 Browse Catalog - Microsoft Internet Explorer & x|
| B Edt vew Favorites Took  Help ‘ -

J@Back SN |ﬂ @ kh | /jsearth \i\(Favnntas {‘3| S ; o - J a3
J Address I@ httDlfﬂhrd‘l;mis‘state.in.us]DsD/\mdEV#EMPLOVEEJ’ELMIEJLM,SS,LEARNING‘LMJRANSFER,EROWSE‘GEL?FU\derPath=PORTAL,ROOT,OEJECT.CO,EMPLO\‘EE,SELF,SERVICE‘LM,Lj o
PeopleSoft.

Search:

® Activity Progress

[> My Favarites
I~ Ernployee Self Service
[> Personal Infarmation
= Leaming
— Learming Home
— Search Cataloy

10T - Information Resource Use Agreement Training
Christapher Chastain, Consultant, INRANGE Consulting Corporation

> Manager Self Service
> Enterprise Learning

- Enterprise Components

> Reporting Tools

[> PeopleTools

— Chanoe by Password
- My Personalizations
— Ity Systern Profile

- My Dictionary

alog Activity Name: 10T - Information Resource Use Agreement TraininaType: \Weh-Based Training

_ Cunent Leamin Activity Code: 1OT_WBT_0004 Contact: Christopher Chastain
= Leaming Histor
— Cerification Status Enroliment Status: Cormpleted Confirmation Number: 1094
— Current Objectives Start Date: - End Date: -
~ Objectives Histol . . ! .
— Add Supplemental Last Enroliment Date: Last Drop Date:

Leaming Duration: 0 Days, 0 Hrs, 40 Mins

Activity Syllabus

b Partners Progress Grades and Attendance Motes and Attachments
I+ Catalog Managerment
> SetUp ELM Activity Progress Summary

© Worklist Progress: Completed Grade: Mot Graded
> Application Diagnostics - . .
> Tree Manager Passing Status:  Pass Comments: ()

“You must complete this activity by 0472412006,
To receive credit for this activity you must complete a1l required tasks in order.

1 IRUAT
Required Web-based

Re-Launch

@

Er

| nternet
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Stopping and Resuming the Course

If you find it necessary to close the training course before you have completed it, or need to sign
out of PeopleSoft for any reason before you are done with the IRUAT, you can return to it at a
later time, and pick up where you left off. To do this:

1. Log back in to PeopleSoft as illustrated in the earlier section of this guide.
2. Navigate to the Current Learning menu item, as shown below.

2 Current Learning - Microsoft Internet Explorer

== x|
File Edit Wiew Favorites Tools Help
a I N = = : 5
Peack - L) - = \h |/.jsear:h ¢ Favorices @| -t ] - i 3
Addrass [&7 http: /ihrd gmis.state in.usipsp(imaa/EMPLOVEE/ELM/cfLM_S5_LEARNING.LM_TRANSFER_LP. GBL?FolderPath=PORTAL_ROOT_OBIECT.CO_EMPLOYEE_SELF_SERWICE LM_LEARNIN < | Go

PeopleSoft.

lew Window | Customize Fage |

Ernployee Self Service Current Learning

< Learning
A Gurrent Learing is a list 0f the activilies you are enrolled in and curricula and cenliications for which you
s are registered. You can view details, progress status, and schedules by clicking on the name of the

activity or program

e

_urrent Activities

Name

Status
10T - Ir 1 Resource Use
Adreerment Training

eb-Based Training Enralled

&1 Done

o ol Y —

3. You will click the |OT-Information Resource Use Agreement Training link shown above.
This will take you to the Activity Progress page, where you can restart the course.
4. You will click the “Re-Launch” link and be taken to the Table of Contents page.

Z} Current Learning - Microsoft Internet Explorer

== x|
File Edit Wiew Favortes Tools Help
3 @ N 3. 3 ¢
Qe - ) - (%] (2] \h|fj5earch Shg Favortes &4 | - o ] - B3
Address |@ httD‘Hhrd‘gm\s.state‘m.us/DsDflm\:aJ'EMPLOVEEiELMJ’U’LM,SS,LEARNING.LM,TRANSFER,LP‘GBL?FolderPath:PORTAL,ROOT,OEJECT.CO,EMPLOVEE,SELF,SERVICE‘LM,LEARNINLI Go
PeopleSoft.

Search:

&) Activity Progress
> My Favorites
|-~ Employee Self Service

s 10T - Information Resource Use Agreement Training
= Learning
— Browse Catalog
— Current Lear p

Barbara Coats, 4424, DOA - Fac Mgt - Custodial 2

— Learning Histary "y i : =
— Change My Password Activity Name: 107 - Informatign Resource Lse Agreement TrainingTvpe: wieb-Based Training
— My Personalizations Activity Code: 10T _WWBT_D001 Contact: -
— My Systern Profile
| Wty Dictionary .
Enroliment Status: In-Frogress Confinmation Number: 1454
Start Date: = End Date: =
Last Enrollment Date: - Last Drop Date:
Duration: 0 Days, 0 Hrs, 40 Ming
Progress Grades and Atendance Motes and Attachments
Activity Progress Summary
Progress: In-Progress Grade: Not Graded l
Passing Status:  Pending Comments: (&

Activity Syllabus
*You must complete this activity by 04/24/2006
Toreceive credit for this activity you must complete all required tasks in order,

1 IRUAT Module
Required YWeb-based

Peaoraces Comaiand PP AT =l
&1 [ [ [ [ [ mkernet

Re-Launch
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5. From the Table of Contents page, you will click the “Re-Launch” link once again, and the
IRUAT course will be re-opened in a new window.

43 Current Learning - Microsoft Internet Explorer =12 x|
He Gt Hew Foetes Gk Edw | e |

ek - ) - I_LI IELI ¢ ‘ ) search ¢ Favorites {64

T - ﬁi‘

Address [&] http:ihrd.gwis. state.in.us/pspiimaaiEMPLOVEEJELMic/LM_S5_LEARNING.LM_TRANSFER_LP.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOVEE_SELF_SERVICE.LM_LEARNIN = | (£ 60

PeopleSoft.

Search: View Progress Page

&

- My Fawarites Table Of Contents

|- Employee Self Senice

< Learning Tad Stahl, Exbh DOA - DOIT-Admin Overhead
— Browse Catalog

— Current Learning

— Learning History Component Name:  |RUAT Type: Wigh-hased
— Change by Passward Activity: 10T - Information Resource Use Agreement Training Duration: 40 Minutes

— My Personalizations
— My System Profile
— My Dictionary

Table Of Contents
Title Status
IRUA Incormplete

Return To Activity Progress

&l pone BT @mene

6. The system knows you are returning, and will ask you if you would like to resume from
where you left off in the training (shown below). Answering “yes” will take you to the last
page you were on before exiting. Answering “No” will re-start you at the beginning of the

course.

/3 IRUA - Microsoft Internet Explorer o =] S
Fle Edt View Favorites Tools Help ‘ -
Oaack - Q- \j \E" ;\,|/ Search ‘-;‘EFavnntes Q"!‘ = ] - ﬁ i“

| address [ http: /hrd.aris.state. in usLM_CONTENT/LMS/IRUA/Index_Ims.html B e

Welcome

Information Resources Use Agreement (IRUA) Training Program

This training is on the Information Resources Use Agreement (IRUA). The [RUA is a
statewide ﬁ—? ' . - " n security. You must
adhere to 'S p Resume presentation x|+ assets.

Wyould you like to resume your presentation where

This program pr nplete it in around 30
geso‘ngepf wou left off? p!

minu lon b&using the
navigation links Yes Mo link to advance to the

next screen or tl fy{ou need to quit the
training temporarily, you will restart at the location in the training where you exited.

There are a few quiz questions during this program. Your answers are not tracked
or scored. If you do not choose the correct answer to a question, review the
material and attempt the question again. Please make sure you understand all
content before completing this training program.

|&] Done [ [ | | |4 mntemet A

7. Follow the steps to completion, outlined in the early section of this guide, to complete the
course, validate your completion status, and sign out of PeopleSoft.
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Re-Taking or Reviewing the IRUAT

How Re-Taking the Course Works

If you do not successfully complete the course on your first attempt, you will be able to easily re-
take the course, which is outlined in this section of the user guide. When you have previously
failed the course and been given an incomplete status, and then successfully complete the
course on a subsequent attempt, your record will be updated with a passing and completed
status.

How Reviewing the Course Works

If you just want to review the policy and training, you can also do that, and you will learn how in
this section of the user guide. If you previously passed and completed the IRUAT and are later
reviewing it, your completion status will not change. In other words, if you are reviewing the
course and don't answer the question at the end of the training correctly, your status will not be
updated to fail/incomplete.

In either case, what you need to remember is that you can only update your training record for the
better when you re-take or review. The system will not update your record with a fail/incomplete
once you have successfully passed and completed the IRUAT.

If You Need to Review or Re-Take

If you need to re-take the IRUAT to receive a completed status, or you would like to review the

course at any time to be sure you are adhering to its policy, you can do so through the Learning
History page.

To access the Learning History page, log in to PeopleSoft as illustrated in the beginning of this
document. You will navigate to the Learning History menu item, as shown below.

1. You will click the IOT-Information Resource Use Agreement Training link shown above.
This will take you to the Activity Progress page, where you can restart the course.

2l Learning History - Microsoft Internet Explorer 12| x|
e Edit Miew Favorites Tools Help | o |
ek - ) - (%] Z] T ‘ ) search <\ Faveriies %) ‘ N Fe Py, &

Address [ hitpeifhrd tatein.L OYEE/ELM/E/LM_S5_LEARNING, LM_TRANSFER_HIST GEL?FolderPath—PORTAL_RGOT_OBJECT.CO_EMPLOVEE_SELF_SERVICE.LM_LEARN = [2d S0

PeopleSoft.

Mew window | Customize Fage | 15

- My Favorites
[~ Employee Self Service
= Learning

" Browse catalag Learning History is @ complete list of all the learning you have completed. You can view completion
_ Currsnt Lsarning details by clicking on the name ofthe activity or program. Filter the activities or programs displayed by
— Learning History using the Wiew pull-down and Date filters within each table and clicking the Refresh link or icon
— Ghanae My Password
— My Personalizations
— by Swsterm Profile
— My Dictionary

Learning History

View: All Activities |~
Completed Between:  [01/12/2008 [ And: [0471272008 [ % Refresh Table

Passing

Name
e Status

Status Completed Grade

10T - Information Resource
Use Agreement Training

welBased Mot

Completed  04/13/3006 Pass S

@1 oone T [ meme
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2.

You will click the “Re-Launch” link and be taken to the Table of Contents page.

=lalx]

| Bl Edt ew Fovoes Toos  Help ‘ o

Joﬁackv ©- = 2 ¢h‘pSearch 5 Faverkes @‘ﬁiv:\; o - i 3

| s [ http: fhrd gmis. state. in.us]psplimdeviEMPLOYEEJELM/C/LIM_55_LEARNING,LM_TRANSFER_HIST, GBL7FolderPath—PORTAL_ROOT_OBJECT .CO_EMPLOVEE _SELF_SERVICE LM_LEAR 7| [ G0

PeopleSoft.
Menw B

Search:
' My Favoritss ® 10T - Information Resource Use Agreement Training

[~ Employes Self Service Christopher Chastain, Consultant, INRANGE Consulting Corporation
[> Personal Information

= Learning
— Learning Home Activity Name: 10T - Resource Use T

Activity Progress |

\Web-Based Training

— Search Catalog Activity Code: |OT_WET_0003 Contact: Christapher Chastain
— Browse Catalo:

— Planned Learning

— Current Learning Enroliment Status:  Gompleted Confirmation Number: 1p7g
J Start Date: - End Date: -
— Cedification Slatus Last Enrollment Date: - Last Drop Date:
— Current Objectives
— Objectives History Duration: 0 Days, 0 Hrs, 40 Mins
— Add 51
Leaming Progress Grades and Attendance Motes and Attachments
[ Manager Self Service
[> Enterprise Learning .
b Beiiems [Activity Progress Summary.
I Cataloy Management Progress: Completed Grade: Not Graded
- SetUp ELM g i3 ot Grade
[ Enterprise Components Passing Status:  Pass Comments: &
[+ Wrklist
[ Application Diagnostics » =
[ Tree Manager Activity Syllabus
(> Reporting Taols You must complete this activity by 0411372006

> PeopleTanls
- Change bly Password
- My Personalizations

To receive creditfor this activity you must complete all required tasks in order.

- Mtv System Profile 1 IRUAT Module
|- v Dictionary Renquired Web-baged
Progress: Completed (duration:30 Mins)
5] T[] @ memet

From the Table of Contents page, you will click the “Re-Launch” link once again, and the
IRUAT course will be re-opened in a new window.

i Learning History - osoft Internet Explorer =1 |

File Edit View Favortes Tools  Help | aml

ek - (L) - (=] [ ;b‘pseamh <% Favorites @‘ 63 :’, - JE 3

Address [&] hitpjhrd.gris.state. in.usipsp/imdev/EMPLOYEE/ELWc/LM_S5_LEARNING LM_TRANSFER_HIST.GBL7FalderPath=PORTAL_RODT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.LM_LEAR | Go

PeopleSoft.
Menu B

Search: View Progress Page
®

> My Favorites Table Of Contents
[~ Employee Self Service
I> Personal Information

Christopher Chastain, Consultant

< Leaming
~ Learning Home
— gearch Catalog Component Name:  |IRUAT Type:  web-hased
— Browse Calalog Activity: 10T~ | Resource Use Agr
— Elanned Leaming
— Current Learming

1 40 Minutes

ment Training

Table Of Contents
ica s Title

Current Objectives IRUA -

— Ohiectives History
— Add Supplemental

Learning Return To Activity Progress

- Manager Self Service

[ Enterptise Learning

- Partners

- Catalog Management

> Set Up ELM

> Enterptise Components

- Worklist

> Application Diagnostics

- Tree Manager

- Reporting Tools

- PeopleTools

I— Change My Password

- Wy Personalizations

- My Evelern Frofile

| My Dictionary

[&] pone [T [ & meemet

If you want to review the course in full, you will want to say “No” to the question shown
below, so that you can be returned to the beginning of the course.
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2§ IRUA - Microsoft Internet Explorer =00

e Edt View Favortes Tools  Help

Oaack Q- d \g‘ _:‘,|/-7search :\’ Favorites {7 sl - il 3

| address [ http: /hrd.aris.state. in usLM_CONTENT/LMS/IRUA/Index_Ims.html B e

Welcome

Information Resources Use Agreement (IRUA) Training Program

This training is on the Information Resources Use Agreement (IRUA). The [RUA is a
statewide policy ~ * ' "* . e — " n security. You must
adhe’-e to 'S p Resume presentation x|+ assets.

. Wiould you like to resume your presentation where P
This program pr ,Eﬂynﬁ-, voure nplete it in around 30
minutes. Move f lon bkusing the
navigation links Yes No link to advance to the
next screen or tl f \{ou need to quit the
training temporarily, you will restart at the location in the training where you exited.

There are a few quiz questions during this program. Your answers are not tracked
or scored. If you do not choose the correct answer to a question, review the
material and attempt the question again. Please make sure you understand all
content before completing this training program.

|&] Done [ [ | | |4 mntemet A

5. Follow the steps to completion, outlined in the early section of this guide, to complete the
course, validate your completion status, and sign out of PeopleSoft.
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